


 
If there is a summer employee who previously worked for your agency, and you wish to 
hire this individual again, please include his or her name on the list you furnish to this 
office. 
 
All applications for summer employment should be forwarded to: 
 

Sonja Cox 
Personnel Cabinet 
Office of the Secretary 
200 Fair Oaks Lane, Suite 516 
Frankfort, KY 40601. 

 
Applicants will then be sent to your agency so you may interview interested students for 
summer employment. 
 
Summer employees will not count toward your CAP. 
 
If you have any questions about summer employment, please contact Sonja Cox at (502) 
564-4460. 
 
Attachments: (2) 



 
Summer Employment 2006 

 
Processing Appointments and Payroll Instructions 

 
Processing Appointments 

 
Summer employees must complete and sign the State Application for Employment.  
Once complete, the application should be forwarded to: 
 
   Sonja Cox 
   Personnel Cabinet, Office of the Secretary 
   200 Fair Oaks, Suite 516 
   Frankfort, KY  40601 
 

 Employment will be within the period of May 1 through August 31, 2006 
 

 All employees hired must be at least 16 years of age; in addition, summer 
employees must be a high-school junior, a high-school senior graduating this 
spring (2006), or a currently a college or university student. 

 
 Summer employees will not count toward the agency CAP. 

 
 Summer employees may work part-time or full-time hours. 

 
 

P-1 / Payroll Instructions 
 

 P-1 must be done by the hiring agency to establish E-71 and Appoint A11 
 

 Effective date of appointment must be within the dates of May 1 through August 
31, 2006. 

 
 Remarks on P-1 must state:  SUMMER or SUMMER ONLY 

 
 Use Status Code:  QI 

 
 W-2 is required.  Local tax, Social Security and Medicare will be withheld from 

paycheck. 
 

 The employee’s W-4 and K-4 will determine amount of State and Federal tax to 
be withheld. 

 
 Summer employees will be paid at entry level of the job class unless justification 

for higher salary can be articulated (i.e. returning employee, years of experience, 
etc.).  



Possible Title Codes 
 
 

Title Code Title Grade Required Qualifications  
9911 Apprentice 5  
9002 Office Support Assistant 

I 
6 Applicant must be a high school 

graduate 
9003 Office Support Assistant 

II 
8 Would normally be used for a 

returning employee. Applicant 
must be high school graduate 
plus have two years of office 
support experience. 

1036 Highway Laborer 6  
1001 Laborer 6  
1022 Maintenance Worker 6  
1501 Park Laborer 6  
1503 Park Worker 6  
7301 Production Tech 8 Used in COT.  Applicant must 

be a high school graduate. 
9912 Lifeguard 5 Must hold a current certification 

as a lifeguard from the Y.M.C.A. 
or hold an Emergency Water 
Safety certificate or other current 
certification which demonstrates 
life saving skills from the 
American Red Cross. 

*Clerical positions not requiring a high school diploma shall use the Laborer title code 
1001. 
 
 
Compensation Scale 
 
Grade 5: $7.234 per hour 
Grade 6: $7.958 per hour 
Grade 8: $9.627 per hour 
 


